	TO
	

	AT
	

	FAX NUMBER
	
	No. of Pages
	

	FROM
	

	DATE
	18/03/2008

	OUR REF
	
	YOUR REF
	

	CLIENT
	

	COMMENTS


	RE:  CHANGE OF ADDRESS

The above named client has been living at:  <OLD ADDRESS>
He/she/they have changed their address.  The new address is:  <NEW ADDRESS>
Please make the appropriate changes to their record and send all future correspondence to this new address.  

Please also ensure that notification of this change of address is sent to BIA.

Yours faithfully,


Signed:






……………………………………….

[name]



[client]

Advice Worker


If this transmission is incomplete please telephone the number given above.

Confidentiality 

The information contained in this fax is confidential.  If you receive this transmission in error, please telephone the sender immediately.

